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DESCRIPTION OF ROLES

A role is a level of access in the Portal. The two basic roles are Account Admin or End User. This user

guide focuses on the Account Admin role.

It is possible for one user to have two or more different roles assigned to them. If they do, they will be

asked to select a role when they log in.

Someone with multiple roles can either select a default role once, or pick a role every time they log

into Online Account Management. If the bulk of what they will be doing within Online Account

Management relates to a single role, they can make this their default role by checking the Make this

my default profile checkbox.

 Account Admin: The Account Admin role has the ability to edit their account, as well as all

sub-accounts and rooms that have been created under the account.

o Parent Account: This is the highest level account. An Account Admin at this level can

access all users, sub-accounts, and rooms created under the parent account.

o Sub-Account: This is an account under a parent account. An Account Admin at this

level can access all users, sub-accounts, and rooms created under the sub-account.

However, they cannot access, view, or edit information in their parent account or

other sub-accounts not in their hierarchy.

 End User (aka Product or Room Admin): End Users can only perform actions on their audio

room. They have no ability to view, edit, or access information at an account level. If they are

an End User on more than one room, they can toggle between the different rooms while in

this role. For more information on what this role can do, please refer to the Online Account

Management End User Guide.

HOW TO LOGIN
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MeetingOne’s Online Account Management portal is available at

https://meetingone.myconferenceportal.com/OAM/app.

You will need to know your Username and password.

If this is your first time trying to log into Online Account Management or you have forgotten your

password, you can use the Forgot your Password? link to request your password; it will be sent to the

email address entered as long as that address has been set up as a user in our system. This email

address also acts as the Username. If you don’t get an email after clicking the Forgot your Password?

link, contact the MeetingOne customer service team at 888.523.8445 or support@meetingone.com for

assistance.

SELECT A ROLE

When logging in, you may be presented with an option to choose a role for yourself. Most users will

not encounter this, but if you’re acting as an Account Admin for your account and also have an audio

conference room, you will be presented with the option to select a role between these roles. Select

the Account Admin role.

https://meetingone.myconferenceportal.com/OAM/app
mailto:support@meetingone.com
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After you click on the Set Role button, you will be logged in and taken to the tab you were on the last

time you were in Online Account Management. If this is your first time logging you, you’ll be taken to

the Home tab for your Account.

If you have checked the Make this my default profile box for the selected role, you will not be

presented with the option to select a role each time you log in. The selection of a default role can be

reversed by clicking on the My Profile button (in the upper right corner), selecting the Check this to turn

off the default role checkbox, and clicking the Save button.

OVERVIEW OF TABS
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Once logged in you will see a row of tabs. Each tab and its functions will be explained in the rest of this

document.

HOME TAB

This is the default landing page when an Account Admin first logs into Online Account Management. It

lists common tasks an Account Admin is likely to perform, provides a brief description of the tasks and

associated links. It’s not necessary to access the tasks from the home page once you become familiar

with Online Account Management; you can go to the individual tabs or links directly once you’re familiar

with them.

The Home tab also displays a list of most recently accessed accounts, which is helpful if you have access to

multiple accounts.

ACCOUNT PROFILE TAB

This tab displays the Account Name, Account Number, Primary Contact, Billing Contact, and Technical

Contact for the account being viewed.

The Account Admin can change any of this information except the Account Name and Account

Number.

When the primary or billing contact’s email address is changed, a prompt to create a new user for the

changed contact will appear. This is because the user’s email is also their username for Online Account

Management. If the contact’s email is changed, a new user must be created in order for them to log in.
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RECORDINGS TAB

This tab allows the user to access all recordings that have been created for audio rooms

existing under the account. You can search for recordings in the account and any sub-accounts.

To search for a recording, the user must select the account they wish to search in. They can

then narrow down the search to individual audio rooms under that account. The results will

show all recordings within the last 30 days for the audio room. After 30 days recordings are

permanently deleted. Two formats for the recordings are offered: .mp3 or .wav file. Click

on either option to save or open the file
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REPORTS TAB

This tab allows the user to view conference information for all rooms that exist under the

account. Reports can be generated for all conferences under the account or on a per room or per

conference basis.

ROOMS TAB

This tab allows the user to manage all audio rooms that exist directly under the account,

create new rooms, perform bulk operations on a group of rooms, manage room settings at an

account level, and export a listing of rooms.

To view or edit a specific audio room, click on the Room Number and you will be taken into

the room view for the selected room. You will now see the end user view of the audio room

you have clicked on. From here you can view any room information, or change any settings

specific to just the one room. See the Host / Room User Guide for more information on

settings that can and cannot be changed.

The bulk operations on rooms that can be performed include disabling / enabling, moving,

resetting PINs, or resending the welcome email on one or more rooms.
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SUB-ACCOUNT TAB

This tab allows the user to view all accounts that have been created under the account the user is

currently logged into. Accounts can be edited from this page.

To edit an account, click on the account name and you will go to the Sub-Accounts tab for the selected

account.

For navigation purposes, you will see a new field appear under the MeetingOne logo that shows the

account you are currently looking at along with the account you were previously in.
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By clicking on the name of the account you were previously viewing, you will be taken back to that

account.

USER PROFILES TAB

This tab allows the Account Admin to create, edit, and delete users.

SEARCH BAR

The search function (upper right corner) allows Account Admins to search for Accounts, Rooms, or

Users that exist under their account. Accounts can be searched by Account Name or Account Number.

Rooms can be searched by Room Number or Host Name. Users can be searched by First and Last

name or by Username.

To use the search function, select the category you wish to search and enter the name or number of the

object you are searching for.
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After you have searched for an object, a Search Results pop up will appear with a listing of

matches. If the list is too large, enter a more specific identifier for the object you are

searching for. If you’re not finding what you’re looking for, enter a more general identifier

for the object you are searching for.

TASKS

CREATE A NEW AUDIO ROOM

New audio rooms can be created by the Account Admin. The new rooms will be created

under the account that the Admin is viewing.

To create a new room, go to the Rooms tab and select the Create Rooms button.

Once you have clicked on the Create Rooms button, an Audio Room Detail pop up will appear. At this

point, you can either upload a spreadsheet if you’re creating a number of rooms or you can enter the

room information manually for each room you want to create.

Enter the number of rooms you wish to add and then c lick on the “Change” button. This will display

the required fields for all of the rooms you wish to create.
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Use the Upload feature by clicking on the Click here for Upload link. The pop up will change to one

labeled Upload New Audio Rooms.
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Rooms must be uploaded using a specifically formatted Excel spreadsheet, which is available for

download by clicking on the Sample Excel File link. After you have downloaded the sample

spreadsheet, complete the required fields, which are FirstName, LastName, and Email, which are

highlighted in red. The fields highlighted in yellow are optional. Up to 50 rooms can be created at

once using the upload.

In both the upload and the manual room creation process, an email address is required. During the

room creation process, this email address will be added as a user to the room. The new user will have

the End User role assigned to the room created and will only be able to view their room.

You can request that the system automatically send the room host their room information as part of

the creation process. For manual entry, select the Send host room info? checkbox and upon creation,

a Welcome Email with room information will be generated. In the upload option, the SendEmail field

determines if the email is sent or not.

If you wish to receive a copy of the email sent to the host or want to send the email to others (such as

an administrative assistant or someone else who might help the host with the room), you can enter

up to 3 additional recipients using the Also send info to: fields. For the upload option, the

AdditionalEmailToSend field controls who else receives the Welcome Email.
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The Summary Email fields on both the manual and upload options determine who will be sent a

summary of what was provisioned. This summary email differs from the email sent to the room host.

If you want to be copied on the Welcome Email and are creating 5 rooms, you will get 5 separate

emails. However, if you want to get a summary email instead, you will get one email that summarizes

the information for all 5 rooms provisioned.

After the rooms are successfully created, you will be returned to the Rooms tab where you will see the

newly created rooms in the list of existing rooms. These rooms can be used immediately.

EDIT EXISTING ROOMS/VIEW EXISTING ROOMS

To edit or view existing rooms, click on the Rooms tab. A list of existing rooms under the account will be

displayed.

To view or edit a specific audio room, click on the Room Number and you will be taken into

the room view for the selected room. You will now see the end user view of the audio room

you have clicked on. From here you can view any room information, or change any settings

specific to just the one room. See the Host / Room User Guide for more information on

settings that can and cannot be changed.

Within the end user view of a room, the Account Admin can change some of the higher level room

settings under the Settings tab that an end user is not able to do themselves.
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In the Settings tab, the End User can only change the In Call Features for their room. The Account

Admin can change the default Room Settings, the room’s End User cannot. For the Room Settings

values, the Account Admin can only limit the settings, they are unable to expand them. For

example, the Maximum Participant value is 150. The Account Admin could decrease the value,

but would not be able to expand it above 150. Any increase in the Room Settings needs to be

requested through MeetingOne customer service.

DISABLE AN AUDIO ROOM

An Account Admin can stop use of an Audio Room by disabling the room.

To disable a room, click on the Rooms tab. You will see a list of existing rooms under the

account. The far left column is a checkbox for each room. Check the box of the room(s)

you wish to disable and click on the Disable Rooms button. You will be prompted to

confirm you want to disable the selected room(s). If you confirm the disabling, the room

will show Disabled in the Status column. The room host will no longer be able to use the

room. This action can be reversed by selecting the room and clicking on the Enable Rooms

button.
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VIEW/EDIT DEFAULT ACCOUNT SETTINGS

To view or edit the account settings, click on the Rooms tab. You will see a button on

the right side labeled Default Settings.

Click on it and a pop up box with Account Level Product Settings will open. There are three account level

tabs that can be viewed / managed: Default Settings, Billing Codes, and Dialout Restrictions.
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All audio rooms under an account inherit their settings from the account level settings

unless the setting has been specifically changed at a room level. This allows an account

admin can make account level changes that will apply to all rooms under the account. An

account admin has the ability to edit Room Settings and In Call Features, both at an

account and specific room level, while an end user only has the ability to edit In Call

Features for their specific room.

DEFAULT - ROOM SETTINGS

 Maximum Participants: This determines how many people can join an audio conference

simultaneously. This setting can only be decreased or raised to the Default level; it cannot be

set higher by the Account Admin. Contact MeetingOne customer service if the value needs to

be higher.
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 Maximum Subconferences: This limits the number of subconferences that can be opened in

an audio conference. Currently a maximum of 20 subconference rooms can be created in an

audio conference.

 Maximum Inactive Time: If the host accidentally disconnects from the conference while

participants are still in the call, the conference will remain open for a specified duration. This

setting tells the conference how long to stay open after a host has disconnected from the call.

This setting is in minutes.

 Waiting Time: When a participant calls into an audio conference and the host has not

opened the conference yet, they will remain in the waiting lounge for a specified amount of

time before being disconnected. This setting determines how long participants can wait in the

waiting lounge before they are disconnected from the system, if the host doesn’t open the

room.

 Minimum Billing Code Size: By Default, when entering a billing code, the conference host must

enter a billing code equal to or longer than 4 digits. This setting allows the Account Admin to

change the minimum billing code size that the conference host must enter. This setting must be

at least 4 and cannot be greater than the Maximum Billing Code Size setting.

 Maximum Billing Code Size: By Default, when entering a billing code, the conference host

must enter a billing code equal to or less than 20 digits. This setting allows the Account Admin

to change the maximum billing code size that the conference host must enter. This setting must

be no more than 20 and cannot be less than the Minimum Billing Code Size setting.

 Maximum Duration: A hard limit can be set on how long a conference is allowed to be open.

This setting limits how long a conference may remain open. This setting must be entered in

minutes. 0 is the default and means that the conference is not limited and can remain open

23 hours and 59 minutes.

 Allow Domestic Dial outs: This is a Yes/No setting that will allow or disallow dial outs to

numbers in the US. When set to Default this setting will inherit the Account level Setting.

 Mandate Billing Code: This is a Yes/No setting that will require the conference host to

enter a billing code after entering their host PIN when set to Yes. The host will not be able to

enter the conference if they do not enter a valid billing code. When set to No, this setting will

not require a billing code be entered by the room host. When set to Default this setting will

inherit the Account level Setting.

Leave any of the above fields blank to set them to their Default value, which is determined by

MeetingOne.

DEFAULT - IN CALL FEATURES

 Mute All: Yes/No setting that mutes all participants (NOT the host) entering the conference

when set to Yes. When set to No all participants joining the conference will join un-muted.
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When this is set to Yes participants joining muted will not be able to un-mute their own lines

unless Participant Self Mute is enabled.

 Disable Participant Self Mute: Yes/No setting that will allow participants to mute and un-mute

their lines when set to No. When set to Yes, participants will not be able to mute and un-mute

themselves.

 Disable Doorbell: Yes/No setting that will turn off the doorbell chime for participants entering

the conference on dial out or dial in when set to Yes. When set to No a chime will play for

every participant that enters the conference.

 Ring Doorbell on Dialout: Yes/No setting that will turn off the doorbell chime for participants

entering the conference on DIALOUT only when set to No. When set to Yes, a chime will play

every time a participant joins the call via dialout.

 Disable Prompts: Yes/No setting that will turn off audio prompts to the conference when set

to Yes. When set to No, all audio prompts will play to the audio conference. **Note** Some

audio prompts cannot be disabled, even when this setting is set to Yes. They include the

recording and un-muting prompts.

 Prompt for Language: Yes/No setting that will prompt entering participants to choose a

language they wish to hear their audio prompts in during the conference when set to Yes.

When set to No, participants will not be prompted to choose a language they wish to hear

prompts in.

 Prompt for Listener Count: Yes/No setting that will prompt entering participants to enter a

number corresponding to the number of people listening to the audio conference at their

location when set to Yes. When set to No, participants will not be prompted to enter the

number of people listening to the audio conference.

 Access Mode: This setting changes how participants can enter the Audio Conference. There

are 6 different types of access.

o Open: This lets participants join the conference at any time after the host has opened

the conference; there is no restriction in this mode.

o Locked: This allows the host to lock the room; no participant can enter the conference

unless dialed out to by the host in this mode.

o Code: This allows the host to set a 4 to 6 digit access code that all participants must

enter before they can enter the conference. The Access Code is entered in the Access

Code field.

o IAC: This allows the host to required individual access codes; participants must enter

their IAC to join the conference. Individual Access Codes (IACs) are created in the

directory; if IACs are not created in the directory, the participants will not be able to

join the conference.

o Code_IAC: This allows a host to set a general access code that all participants must

enter as well as an IAC that participants must enter. The Access Code is entered in the
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Access Code field. . Individual Access Codes (IACs) are created in the directory; if IACs

are not created in the directory, the participants will not be able to join the

conference.

o Screened: This forces participants to wait in the waiting lounge until the host lets

them into the conference one by one.

 Enable IAC on Dialout: From within an Adobe Connect meeting room, if the host has allowed it,

a participant can dial out to themselves. This setting would require a participant to enter an IAC

once they’ve dialed out to themselves to join the conference. Individual Access Codes (IACs)

are created in the directory; if IACs are not created in the directory, the participants will not be

able to join the conference.

 Access Code: This is where the host enters an access code that they would like participants to

enter when access modes are set to Coded or Code_IAC. If either of these access modes are

selected, the Access Code field is required. Access codes can only be 4 to 6 digits, and can only

be numeric.

 Roll Call Mode: Roll Call Mode asks participants calling into the conference to say their first

and last name. When they join the conference their name is either played to the entire

conference or to the host only. The host can also decide to play the recordings of people’s

names on demand.

o NONE: Will disable Roll Call Mode.

o ON_DEMAND: Will save the recordings of people’s names so that the host can play

them back later in the conference.

o ANNOUNCE_HOST: Will announce participant’s names to the host only when they join

the conference.

o ANNOUNCE_CONFERENCE: Will announce participant’s names to the entire

conference when they join the conference.

 Language: This setting changes what language the conference hears prompts in. The options

are: Dutch, English, UK English, French, German, Japanese, and Spanish.

Leave any of the above fields blank to set them to their Default value, which is determined by

MeetingOne.

The above features can all be changed by the audio host during a live call using audio keypad

commands. If an audio host uses key pad commands to make the change during a call, the setting

is only applicable for the duration of the call. The setting will revert back to what’s set in OAM for

the next call.

BILLING CODES
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The second tab in the Default Settings window is labeled “Billing Codes”. This tab allows you to

manage the billing code validation rules for your account. Billing code validation rules require a

billing code to be entered in a certain way. Billing code validation is generally used when the

Mandate Billing Code field is set to Yes. This requires conference hosts to enter a billing code with

their host PIN when joining the conference; billing code validation will limit what they can enter as a

valid billing code.

BILLING CODE VALIDATION LISTS

There are two different kinds of validation lists you can create: Allowed or Disallowed. The Allowed

list is a list of acceptable billing codes; any billing code not on the Allowed list will not be

accepted. The Disallowed list is a list of numbers cannot be entered as a billing code; any billing code

on the Disallowed list will not be accepted.

As an example, if 12345 is the only number on the Allowed list, the only billing code that would be

accepted is 12345.
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If 12345 was the only number on the Disallowed list, any billing code other than 12345 would be

accepted.

A wild card character (an asterisk *) can be included to create a number that starts with or ends with

a certain combination of numbers. For example, if 999* is on the Allowed list, anything that starts

with 999 will be accepted. If *999 is on the Disallowed list, anything that ends with 999 will not be

accepted.

Additional billing code guidelines are available on the Billing Codes tab.

ADDITIONAL BILLING CODE INFORMATION

No Codes Button: This will remove all restrictions for the account being edited. For more details,

click on the Guidelines button.

Billing Code Validation rules can also be managed on a per room basis so that not every room in your

account must adhere to the billing code rules. To manage billing code validation at a room level, go
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to the Rooms tab, select the room you wish to edit, and go to the Settings tab for the room. There is a

Billing Code Validation link at the bottom of the In Call Features list.

A window very similar to the one for the account level billing codes will appear. All of the same rules

apply regarding Allowed and Disallowed lists. The only difference between the two is that at the room

level there is one extra button and a section that shows the billing code validation rules that have

been set at the account level.

The extra button is labeled Clear and is in the Clear Billing Codes section. This button will delete any

room level billing code validation previously set. If the room level billing code validation is cleared,

the room will use the account level billing code validation rules. If you have billing code validation

set at an account level, the room will still be subject to those validation requirements.
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AUDIO ROOM BULK OPERATIONS

Bulk operations can be performed on multiple audio rooms simultaneously. The following bulk

actions can be performed:

 Enable / Disable Rooms: Disabling an audio room immediately stops anyone from being able

to access it (including the host). Any participant or host who calls the room number will hear a

prompt telling them that the room number is not valid. Enabling reverses disabling and the

room can be used again.

 Move Rooms: Allows the Account Admin to move a room from one sub-account to another.

 Reset PINs: Resets the host PIN for all rooms selected. The change is effective immediately.

 Resend Welcome Emails: This will send out the welcome email that is usually sent out to the

room host when their audio room is first created. The welcome email provides them with

their audio conference room number, host PIN, access number (if applicable), and some basic

information about using their room.
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SUB-ACCOUNTS TAB

An Account Admin can access sub-accounts under their account. Sub-accounts can be used for

billing organization, to separate regions or departments; a separate invoice bill be received for

each sub-account. If a new sub-account is needed for organization or billing purposes, please

contact the MeetingOne customer service team.

EDIT/VIEW DATA IN EXISTING SUB-ACCOUNTS

To view or edit sub-accounts, go to the Sub- Accounts tab. This will show a list of all of the accounts

under the account you are logged into. To edit or view an account in the list, click on it. This will

change your view; you will now be viewing the information for the sub-account you selected. All of

the tabs will now show information for the sub-account you selected. All of the tabs for the sub-

account are the same as the Parent account’s tabs; they just contain information for the sub-account

rather than the parent. f you wish to return to the parent account at any time, look in the upper left

corner of the screen to see your parent account.

VIEW/DOWNLOAD USAGE

The Account Admin can view usage for all rooms that exist under their account, including any rooms

that belong to a sub-account under their account. By clicking on the Reports tab, the Account Admin

can see a list of rooms with their usage for a specified date.
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To view reports; select the account you wish to view, then select the room or rooms you wish to

view. Selecting All will show you information for all rooms under the selected account. Once you

have selected the appropriate account and room(s), you can select a date range for the report.

Another option is to search by Billing Code, this will only work if your room hosts use billing codes in their

audio conferences.

After you have selected all of the above information, click on the Run Report button on the right

side of the screen.

This will return a report based on search criteria. To view conference data for a specific

conference room from the list, click on the Room Number and a report for that specific room for

the selected date range will be displayed. If you’d like to drill down further and view data from a

single conference, click on the date of the conference you wish to view. This will show a list of all

callers that joined the call and accumulated time.

At any time, you can click on the Up button to return to the prior level of detail.

Download Report Details
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Details can be exported to an Excel or PDF file. The page you are currently viewing will be

exported, so if you wish to export the single conference view (most detailed report), you

will need to drill down to that level before clicking on the Export button.

ADD NEW USER

The Account Admin can add or remove users through the User Profiles tab. The User Profiles tab

will display a list of all existing users, both End Users and Account Admins.

To create a new user, click on the Create User button on the right side of the screen. A pop up will

appear labeled User Properties.

There are two tabs in the User Properties window. The Info tab requires a first and last name, an

email address, and a password. The new user’s username is their email address. The password

must be alphanumeric, at least 6 digits, and must contain at least one upper and one lower case

letter. Once you have filled in all of the user info, click on the Roles tab.
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Click on the Add button at the bottom of the window. An Assign Roles pop up will appear. From

this pop up you need assign the new user a role. You can choose a role that exists at your account

level, or anywhere below your account level. For example, you can assign the new user a role for a

specific audio room under your account. The new user will only be able to log into the portal and

view the audio room information for the room you have assigned them to. If you choose to assign

them the Account Admin role for the account you are logged in as, they will have the same

functionality in Online Account Management as you do. See the Roles section of this guide for

more info on roles.

Once you have assigned the role(s) you wish to assign to the new user, click on the Save button. This

will create the new user. The new user will appear in the list of existing users on the User Profiles

tab.

EDIT EXITING USER

Users can also be edited from this tab by clicking on their name. You can change their name,

change their email address, reset their password, and add or remove. Note: If you change their

email address, their username is changed since their email address is their username.

DELETE EXISTING USER

You can also delete users from the User Profiles tab. To delete a user, simply click on the

checkbox to the left of their name and click on the Delete User button on the right side of the

screen.

You will see a message appear asking if you are sure you want to delete the selected users. Click on

the Ok button to delete the user.

MY PROFILE BUTTON
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The My Profile button is where the user can change their profile information, reset their password, or

remove any default roles they may have set.

ADDITIONAL USER INTERFACE FEATURES

CHANGE ROLE

The Change Role link is located at the top center of the screen. This link only appears to users who have

both an Account and End User role. This link brings up a window that allows the user to toggle the role

they are logged in as.

If a user has multiple End User roles, they will not see the Change Role link. Instead, they will see a

dropdown in the upper left corner of the screen that shows audio room numbers they have access to.

Select the room to be view and click the button labeled Go To, and the room view for the selected room

will appear.
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